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I INTRODUCTION 



Relatively little objective and transferable cost data is available 
in the library field to describe the effort required to perform specified 
repeatable tasks or to provide specified services* Furthermore* the 
methodology has not been established in the Library field to prepare this 
data* Host library time and cost figures that have been reported to date 
have suffered from inadequate rigor of analysis and poor documentation of 
the supporting information* Consequently, the reported data are often of 
questionable credibility, and often reported in a way that does not permit 
its extrapolation to other library situations* 

What is needed is \1) the development of a useful methodology of 
library cost analysis and reporting, and (2) the careful preparation of 
a collection of normalized times and costs for repeatable library opera- 
tions, written and documented in a form that would permit their utiliza- 
tion and extrapolation in a wide variety of library situations* The 
availability of such data, properly derived and documented, would benefit 
the operators, designers, and administrators of many library systems. In 
addition, the establishment and reporting of times and costs in a well- 
designed manner may encourage others to report their data in the same 
framework, 

The small study effort represented by this report concentrated in 
the area of library circulation easterns, and had the following major 
objectivesi 

* Review, analyze, and summarize the published library cott data* 

• Develop a cost model, and a methodology and reporting procedure 
to permit others to report their data in a more consistent and 
useful way* 

Both of these objectives were met, and the results are described in sub- 
sequent sections of this report* 
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II COST DATA REPORTED IN THE LITERATURE 



A. CHARACTERISTICS OF THE REPORTING 

Many articles and reports have been written that make some mention of 
circulation systems. One of the objectives of this study was to identify 
and review the literature that reported circulation system costs. The 
study was not meant to review or compare circulation systems as such. The 
bibliography in Appendix C includes over 300 publications that have some- 
thing to say about circulation systems. This bibliography represents the 
results of an attempt by this project to identify such publications from 
I960 to the present. A few older publications — those that had cost data 
or were particularly relevant — were also included in the bibliography. 

Many types of systems (e.g. , edge-notched cards, photocharging) and many 
specific installations (e.g., UCLA) were discussed in these publications. 

An index to the circulation system literature by organization and by cir- 
culation system type is included as Appendix B to this report. Unfortu- 
nately, only a small fraction of all of this literature presented any 
useful cost data. 

The published cost reports can generally be characterized as incom- 
plete. The authors of these reports have seldom defined the scope of 
activities included in what they call their circulation system (e.g., they 
have not specified whether their costs include such things as reshelving, 
direct supervision, and preparation of overdue notices). Many of the 
reports have left a variety of cost elements unmentioned in their analyses, 
including such major items as labor and materials. As a result, many of 
the cost reports are actually underestimates of the true costs. Some of 
the cost reports provide only general statements, rather than specific 
numbers. For exampLe, one author makes the statement, "It is estimated 
that the cost of operating the new system will be about the same as the 
present system," without giving the cost of either system. 

I:, several cases it was not possible to determine whether an article 
was discussing actual library experience, or projections of present or 
proposed system. The costs reported by the ALA Library Technology Project, 
based on analytical time and cost estimates, were generally lower than th9 
costs reported by many case studies that were based upon actual operating 
experimences, and were all lower than the costs of the three case studies 
done on this project. Because of all of the above differences, it would 
seem inappropriate and hazardous to make direct system-by-system compari- 
sons from this data, which was reported in such diverse ways. 



B. STEPS TAKEN TO NORMALIZE THE PUBLISHED COST DATA 

Two major steps were taken in this study to summarize and present 
the published data in a more uniform manner for further analysis! 
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(1) Conversion to a unit transaction cost 

(2) Conversion to 1968 dollars. 

A unit cost per circulation transaction was used in this study to permit 
the bulk of the cost data to be summarized and compared in a uniform 
manier. For this study, a circulation transaction was defined to include 
check-out and check-in operations, and supporting record-keeping associ- 
ated with a recorded loan. Some authors reported their cost data in terms 
of such a unit cost. However, for much of the literature it was necessary 
to derive or compute such a figure from the data given in the report. 

Almost all of the reports reported a total system cost. However, a 
few publications also provided the basis for unit cost data for selected 
portions of the system such as shelving, or the preparation of bills and 
recall notices. The following subtasks of the circulation process were 
given special attention in the literature, and were analyzed in this study 
to derive and report their unit costst (1) preparation of borrower cards, 
(2) preparation of book cards, and (3) preparation of machine-readable 
bibliographic records. All of these subsystem costs were identified and 
tabulated for this report. 

Because of the continued change over the years in the value of the 
dollar, some data correction is necessary in order to make the reported 
cost data more directly comparable. For this reason, all of the reported 
or derived unit total system costs were converted into equivalent 1968 
dollars, based upon the date of the original report. The conversion 
factors used for this are given in Table 1. Unfortunately, this conver- 
sion does not completely correct for the changing dollar value because 
the date of any particular report is not exactly the same as the date 
associated with the reported data. However, this correction does remove 
some of the obstacles to a review and comparison of the reported datac 



C. OBSERVATIONS ABOUT THE REPORTED DATA 

1. Total System Cost 

Unit costs for the total circulation system, as reported in or de- 
rived from the literature, were tabulated and summarized for this study 
for over 20 reporting organizations. These costs were also plotted as a 
function of annual circulation volume to show how the unit cost is related 
to the size of the system. Figure 1 shows this unit cost data for various 
types of libraries, and Fig. 2 shows this data for various types of circu- 
lation systems. A summary of the collected data, accompanied by explanatory 
comments, in given in Table 2. 

The reported unit costs for total systems ranged from 0.6 to 74.6 
cents per circulation transaction, with most of the costs in the range of 
5 to 15 cents per transaction. The size of the circulation system, as 
measured by annual volume of circulation, did not seem to be a significant 
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Table 1 



FACTORS USED TO CONVERT COST FIGURES TO 1968 DOLLARS 



Purchasing 
Power as 



Multiplication 
Factor Used in 



Measured This Report 

6y Consumer to Convert to 



Year 


Prices ($)* 


1968 Dollars 


1940 


2.048 


2.482 


1944 


1.632 


1.978 


1945 


1.595 


1.933 


1946 


1.471 


1.783 


1947 


1.285 


1.558 


1948 


1.194 


1.447 


1949 


1.205 


1.461 


1950 


1.194 


1.447 


1951 


1.106 


1.341 


1952 


1.081 


1.310 


1953 


1.072 


1.299 


1954 


1.069 


1.296 


1955 


1.071 


1.298 


1956 


1.056 


1.280 


1957 


1.021' 


1.238 


1958 


.994 


1.205 


1959 


.985 


1.194 


I960 


.971 


1.177 


1961 


.960 


1.164 


1962 


.949 


1.150 


1963 


.937 


1.136 


1964 


.925 


1.121 


1965 


.910 


1.103 . 


1966 


.884 


1.071 


1967 


.860 


1.042 


1968 


.825 


1.000 



*Souree» Department of Labor, Bureau of Labor Statistics. 
Reprinted in 1969 Statistical Abstract of the 
United States. U.S. Department of Commerce. 
Table Ko. 500* "Purchasing power of the Dollar* 
1940 to 1968." (1957-59 average - $1.00) 
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factor with regard to the unit costs, at least as Indicated by the plots 
of Figs, 1 and 2, 

There was no clear pattern In Fig, 1 regarding the unit cost as a 
function of the type of library, (public, academic, or other). With re- 
gard to the type of system, the data in Fig, 2 seems to support the view- 
point that computer systems are generally more expensive, and that the 
manual and photocharging systems are the least expensive. 



2. Subsystem Costs 

The reported costs of preparing machine-readable bibliographic re- 
cords for circulation (with all authors reporting costs of less than 7 
cents per record) are summarized in Table 3» The reported costs of pre- 
paring borrower cards are also summarized in Table 3i and are generally 
higher for those systems that utilize plastic machine-readable cards. 

The costs for the preparation of book cards are also given in Table 3* 

Costs have generally not been reported separately for narts of the 
circulation system such as the shelving process or the preparation of 
recall notices or bills. However, a few of these subsystem costs have 
been identified from the literature, and are summarized in Table 4, 
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UNIT PROCESSING COSTS REPORTED FOR PREPARATION OF BORROW AI1D 
BOOK RECORDS FOR CIRCULATION SYSTEMS 
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The numbers in parentheses wore derived from data riven in the referenced publications. 



Table 3 (continued) 
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The conversion costs for 208,000 ti Ves was |0.l6 per title, includ- 
ing labor, equipoent, and materials costs. 



Ill GENERAL COST MODEL AND REPORTING FORM 



For this study, a cost model was considered to be a representation 
of the component costs of a circulation system, a representation that 
identified the components and allowed specific values to be substituted 
in to permit the computation of various unit costs# For ease of use, 
the model of this report is cast in a narrative (tabular) form, rather 
than in a generalized algebraic form# The narrative form of the model 
is the reporting form included as Appendix A to this report. This model 
is intended to be general enough to be used for any type of library 
circulation system, but is also specific enough to permit the identifica- 
tion and inclusion of any relevant cost element. This model tried to get 
the analyst to identify and assign all those costs that are clearly iden- 
tifiable with the circulation process. This includes such things as 
direct labor, materials, and equipment. 



A. SUBSYSTEM DEFINITION AND SCOPE 

The model includes the following circulation system processes, each 
of which is illustrated in Fig. 3» 

(1) Stack Picking . This is the activity associated with the extrac- 
tion of books or other items from the stacks by th9 library 
staff, and their delivery to a checkout station. Some libraries, 
particularly those facilities with an open-stack policy, will not 
have any significant cost associated with this activity. How- 
ever, this may be a significant part of the system cost for a 
large closed-stack system. This may also be a major cost element 
for central libraries that must pick many books from the shelves 
to satisfy loan requests from their branch libraries. 

(2) Check-out Transaction . This is the process, usually performed 
at the circulation desk, of checking the item out to the user. 
There may be several check-out or cheek-in stations in a given 
library facility. 

(3) Check-in Transaction . This is the process, usually performed at 
the circulation desk, of receiving the book back from the user, 
ana preparing the necessary discharge records. Overdue checking 
and fine collection may be done as part of this process. In 
many instances it will be difficult to separate the cheek-in 
and check-out costs, because both types of work may be mixed at 
the same work station. However, it is included in the model 
for those that can make the distinction. 

(4) File Maintenance . This is the effort associated with the sort- 
ing and file-manipulation work related to the loan records. 
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Major Processes Associated with Circulation Systems 



aside from the work directly associated with other named tasks 
such as the preparation of recall notices and bills, or other 
reports* For a photocharging system this would include such 
things as the film processing* For many transaction card or 
edge-notched card systems, this would include sorting to iden- 
tify the overdue items (but not preparation of the overdue . 
notices and doing the overdue followup). 

(5) Shelving and Shelf Maintenance . All effort associated with 
maintaining the physical collection in such a way that it can 
support the circulation system is included in this subtask. 

This also includes taking the returned items and placing them 
back into their proper place in the stacks. This also includes 
the effort to re-shelve the items that are used in-house without 
being checked out. This also includes the shelf-reading effort 
to check that the shelf items are in proper sequence on the 
shelves, and may also include periodic inventory efforts or the 
shifting of the collection's items from one location to another. 

(6) Preparation and Followup of Recall notices and Bills . This is 
the effort directly associated with the preparation and delivery 
of overdue or recall notices and bills. This also includes any 
followup efforts such as a messenger pickup of the overdue 
items from the patrons. 

(7) Preparation of Reports . The circulation records provide a data 
base that can be used for reporting of much useful information. 
This can range from the simplest data such as the monthly totals 
of adult and juvenile material loaned, to more extensive reports 
such as periodic tabulations of circulation statistics for each 
student or class on campus. This effort includes all activi- 
ties directly associated with the preparation of such reports. 

(8) Preparation of Replacement Machine-Readable Records for the 
Circulation System . Most of the computer circulation systems 
require a machine-readable record (e.g., IBM book card) to 
describe the individual item being loaned. In addition to an 
initial file-conversion effort to prepare these book cards for 
the system, these records must also be prepared on a continuing 
basis as new materials are entered into the system. The initial 
file-conversion cost will be considered a one-time development 
cost, and excluded as one of the cost factors in this model. 

The continuing cost to prepare records for new items in the 
collection will be considered a technical processing cost and 
will not be included as one of the operating costs of the system. 
However, the cost to replace a lost or damaged machine record 
will be considered a regular operating cost, and will be included 
in the cost model. 

(9) Patron Registration and Preparation of Patron Cards . This pro- 
cess includes the work associated with the registration of 
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patrons, the preparation and replacement of their patron cards, 
and the preparation and maintenance of the patron registration 
records, 

(10) Other Costs , There are some costs that are definitely associ- 
ated with the circulation system, hut that cannot be easily 
assigned to a specific subsystem. Provision is made here to 
identify and include these kinds of costs. An example of such 
a cost is the labor cost of direct supervision of the circula- 
tion system, where the supervisor oversees all aspects of the 
system. 

The model (reporting form) was designet* to aid the collection of data con- 
sisting of the descriptions and costs of particular circulation systems. 
The model calls for the reporting to be done in a way that permits the 
identification or determination of cost factors associated with each of 
the above subsystem costs, as well as the total system cost. As mentioned 
earlier, the general subsystems of a circulation systrni have been defined 
in thi3 study as those major components listed above and numbered in the 
flow chart of Fig. 3» 



B. GENERAL INSTRUCTIONS 

The reporting form calls for sufficient detail to permit subsequent 
analysis and modification of the original data at some later date or in 
some different way if desired. For example, in making a comparative 
analysis of the cost reports of several libraries, an analyst might want 
to convert .all of the clerk salaries to the same pay rate, or charge the 
same hourly rates for the same type of computer equipment used at differ- 
ent facilities. An individual library, using this form for its own 
self-analysis over a several-year period, may wish to do some normaliza- 
tions of this type to aid in its year-by-year comparison of its own cost 
performance. 

The reporting form, used in conjunction with the definitions and 
instructions given in this report, was intended to be self-administered 
by interested libraries. In some ways it was planned to be analogous 
to an Internal Revenue 1040 Tax Reporting Form, in that it establishes a 
standard and uniform way of reporting the source data for all parties, and 
leads to computed cost figures that would supposedly be the same, regard- 
less of which analyst filled out the form for a given organization. The 
reporting form identifies and suggests specific cost components, and 
leads the analyst through the steps and computations necessary to arrive 
at the partial and final answers. 

This reporting form uses unit costs per checkout transaction as its 
major unit of measure. A checkout transaction is defined for this study 
and report to include the removal and return of one book (or other item) 
from its appropriate shelf location, in those instances in which a record 
of the movement is to be made, as well as all of the supporting effort 
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such as recall and billing efforts, and the preparation of reports. This 
is very similar to the definition used in the ALA Library Technology 
Project studies of circulation systems! "A unit of circulation is the 
removal and return of one book from its appropriate shelf location, for 
which movement a record has been made." 

“When using the reporting form, unit costs should be reported to the 
nearest tenth of a cent per transaction. This does not imply a tenth of 
a cent accuracy, but merely requires that the reporting be consistent in 
terms of the number of significant digits used in the data. 

The circulation transaction count is to include renewals, as well as 
the check-out of any type of material (e.g., books, maps, serials, audio- 
visual materials), including material checked out to branch libraries. 

It would be helpful if the time span for the data entered by a 
library in this reporting form were to be for the most recent year of 
operation. However, shorter or older periods are acceptable. It may 
even be necessary to use different time periods or volumes of test data 
for reporting each of the parts of the circulation system, and this is 
both acceptable and provided for in the reporting form. 

Training costs related to the circulation system may be a factor in 
some libraries, and should be included where possible. 

Purchased equipment, unless there are good reasons for doing other- 
wise, is to be considered as having a useful life of 60 months, and the 
cost of the equipment is to be distributed uniformly over those 60 months. 
Equipment maintenance and repair costs should also be included. 

The cost analysis techniques developed and described in this report 
provide a means to determine the operating costs of a circulation system. 
This should not be confused with cost figures frequently published as 
"cost per circulation, " but which are actually ratios of the total library 
budget to the total volume of circulation. Such cost figures are actually 
total library expenses per item circulated, rather than the costs associ- 
ated with the completion of a loan transaction and all of its record- 
keeping. 



C. SFECIFIC EXCLUSIONS 

The model specifically excludes from the analysis items such as the 
following i 

. General supervision and management (but includes direct supervision) 

. Planning, research, systems development, and programming 

. General office equipment and supplies (including punched card 
files, and magnetic tapes and disks) 
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. Overhead costs for lights, heating, and building janitorial and 
ground skeeping services, etc. 

. Employee benefits and other indirect labor costs (e.g., F.I.C.A. , 
state unemployment Insurance, group insurance, vacation, holiday, 
sick leave, retirement plans) 

. Assignment and management of carrel study spaces in the stacks 
(as often done by Circulation Departments in academic libraries) 

• Facilities or space costs (e.g. , tho library buildings or the 
bookmobiles) . 



D. LIMITATIONS AND RECOMMENDATIONS FOR USE 

This model (reporting form) represents a significant advancement and 
contribution to the analysis of library operations. However, it must be 
considered as a preliminary version that needs further testing and modi- 
fication before it can be recommended for widespread use. The earlier 
models on this project went through a period of trial use with several 
libraries, and developed through use into their present form as given 
in this report. The present model should be used with several more ease 
studies to provide further testing, smoothing, and generalization before 
it is seriously proposed as a reporting form for universal use. However, 
even with the form in its preliminary state of development, libraries are 
encouraged to try to use it on their own circulation systems, so that 
they can benefit by making some comparisons with the case study data 
given in this report. It would, of course, be very helpful to the library 
community if data from several more libraries could be assembled and 
reported together, using this model, because this new data would probably 
be much more uniform and meaningful than most of the cost data published 
to date. 

As one final comment, it should be noted that even though the report- 
ing procedures given in this report provide a great improvement toward 
achieving more uniform cost reporting, their use will still not permit 
direct system comparisons without some qualifying comments or footnotes. 
These reporting procedures have removed many of the major obstacles to 
uniform reporting and comparison j however, there are still many minor 
factors that should be considered in the reporting and comparison of 
systems at different facilities. For example, sharper definitions are 
needed to identify the boundaries between the circulation system and the 
following library processes! 

• Reader services (e.g., where to draw the line between these two 
functions when a reference librarian suggests a particular book, 
or helps a patron find a particular book in the stacks). 

. Technical processing (e.g., where to draw the line when the prepa- 
ration of a new book for the collection requires the preparation 
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of an IBM book card for the use of the circulation system; and 
whether the effort to shelve a new acquisition should be charged 
to the circulation system)* 

Consideration should also be given to the question of the extent to which 
the reported costs would be influenced by such things as the followings 

• The total number of hours a library is open and available for 
circulation service 

• The total number of checkout stations 

• The unit cost of a single library versus the unit cost of 
combined system of a main library and several branches 

• The material being loaned (e.g, , movies, art prints, or audio- 
visual materials may require more extensive checkout and record- 
keeping procedures than other materials, and hence have an inher- 
ently higher unit cost). 

Further clarification of these and other problem areas can be developed 
as the model is used with other case studies. 
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IV THREE CASE STUDIES USING THE COST MODEL 



The cost model developed during this study was tested by using it, 
in several versions, in case studies of three representative libraries. 

This trial use and revision helped to make it a more general form, one 
that would be useful for many types of libraries. It also furnished 
practical guidance regarding the spacing and layout of the form. 

The libraries that cooperated as case studies were: 

• University Library . The main loan department of a major univer- 
sity, using a manual system, and with a circulation volume of 
over 269.000 loans per year. 

• Public Library . The main library of a metropolitan system that 
also includes several branch libraries. The main library has a 
manual system, and over 512.000 loans per year. 

• Public Library System . The library system of a metropolitan area, 
including a main library, a branch, and two bookmobiles. A com- 
puter system is used, with a system total of almost 747.000 loans 
per year. 

In each of the case studies, members of the library staffs worked coopera- 
tively with the author to assemble and report the relevant data, as well 
as to critique the model and reporting procedures. Their cooperation con- 
tributed greatly to the achievements of this project. The cost studies 
themselves required a relatively small amount of time to complete; typi- 
cally, one to two man-weeks of effort was sufficient to assemble the data 
and complete the reporting fonn for a given library. 

The data collected from each of these three libraries is summarized 
in Table 5, and shows a total system unit cost that ranged from 24.5 to 
63.2 cents per circulation transaction. All of these costs determined by 
the case studies were higher than most of the costs reported in the liter- 
ature. This is believed to be due to the fact that the case studies 
represent more complete and comprehensive data reporting than has been the 
case in the literature. Furthermore, the model includes a broader defini- 
tion of circulation systems (hence, more contributing cost elements) than 
is associated with most of the previously published figures. 

Aside from noting that the case studies had generally higher total 
system costs than reported in the literature, no other major comparisons 
can be made from the case study data because of the small number of facili- 
ties represented here. However, the case studies do demonstrate the type 
of detailed cost information that can be developed and reported for the 
various parts of the circulation system. 
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UEIT FROCESSIKG COSTS FOR MAJOR FARTS OF THE CIRCULATION ffiOCESS 
AS DETERMINED III THE THREE CASE STUDIES 
(Dollars oer Circulation Transaction) 
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An analysis of the major cost elements for these case studies re- 
veals a considerable difference in the amount and proportion of effort 
spent hy each library on its various subsystems. As example i of unique 
or special costs, the public library reviewed in this study (the main 
library of a library system) incurs a considerable labor cost in picking 
items from its shelves to fulfill loan requests from its branch libraries, 
and the university library reviewed in this study spends many man-hours 
reshelving items that are left on the tables by the hundreds of students 
that study daily in the stack areas. However, there were some similari- 
ties in the component costs. For example, the total of the check-out and 
check-in costs ranged from 7*9 to 20.8 cents (24.5 to 41.1 percent of 
total unit cost) per circulation transaction for the three case studies. 
This check-out and check-in total may be comparable to the scope and cost 
considered in most of the published reports. That is, it may be that 
most of the cost reports in the literature have closely restricted them- 
selves to the check-out and check-in functions, and have not included all 
of the other real parts and costs of the circulation system that are iden- 
tified in the model of this report. >*> 

An indication of the total system unit costs for these case studies 
as a function of system volume is given in Fig. 4. A summary represen- 
tation of the amount and relative percentage of each of the subsystem 
costs for these case studies is given in Figs. 5 and 6. 
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Total Circulation Systems Unit Costs 
Determined In the Three Case Studies . 
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TOTAL UNIT COST PER CIRCULATION TRANSACTION— cents 
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Fig. 5 

Relative Size of Subsystem Unit Costs as 
Determined in the Three Case Studies 
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Relative Percentage of Subsystem Unit Costs as 
Determined in the Three Case Studies 
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CIRCULATION SYSTEMS — GENERAL COST MODEL 
AND REPORTING FORM 



Organization and Installation being analyzed i 



Type of library i 

___ university or college federal facility 

_____ public other (specify) 

industrial 

Annual circulation volume of system being analyzed! 

Reporter » 

Dates of test data used for this report! _____ 

Date of report! 

Literature references which describe this installation! 



1. STACK PICKING 



(Refer to the report for description of scope of subsystem activities and types 
of costs to be included. ) 

A. Open-stack vs. closed stack operation (check appropriate entries) 

____ All or almost all of the materials are picked up by the patron, who 
brings them to a checkout stationj a negligible amount of file picking 
is done by the library staff. 

Almost all of the materials are picked up by the library staff from 

the stack in response to requests, and delivered to a checkout station. 

_____ Both the staff and patrons pick up significant amounts of material from 
the shelves 

B. Size of collection from which the file picking is being done! 

volumes. 
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C» Labor used for staff file pickings 



Labor Type 



Total No* 
Hrs. During 
This Report- 
ing Period 



Total Cost 
Labor During This 
Rate Reporting 
(ifc/hr. ) Period ($) 



Total s 

D. Other costs incurred in file pickings 



Item or Service 



$. 



Total Cost 
During This 
Reporting 
Period ($) 



Total s $ 

E. Total cost allocated to file picking during this reporting periods 

Labor $ 

Other 

Total $ 

F. Humber of items picked from the stack by the library staff during this report' 

ing period s 
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G 



Total number of items checked out during this reporting period* 



H. Unit picking cost (E -5- F) t $ per item picked. 

I. Pro-rated unit file picking cost (E G) * $ per circulation trans 

action. 



2. CHECK-OUT TRANSACTION 



A. Type of charge-out system used (mark appropriate entry)* 

manual 

___ edge-notched card 
___ photocharging 

• terminal equipment for reproduction of machine readable record (e.g., 
IBM card), at check-out station or remotely, onto another machine 
readable record (e.g., IBM card, paper tape, magnetic tape) 

embossed plate printing system 

heat-sensitive recording -japer 

on-line computer input 

IBM punched card system 

other (specify) * 

B. Extent of patron effort for check-out (mark appropriate entry)* 

patron fills out request card 

— patron only furnishes ID card 

___ other (specify) * 

C. Labor used for check-out* 



Labor Type 



Total* $ 



Total No. 
Hrs. During 
This Report- 
ing Period 



Labor 

Rate 

($/hr.) 



Total Cost 
IXiring This 
Reporting 
Period (d>) 
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D« Equipment used for check-out i 



Monthly Total Cost 
Number Rented Cost Luring This 
of Units or Equiva- Reporting 

Eauiment Type and Model Used lent ($) Period 



Total i $. 



E. Materials and supplies used for check-out i 



Total Cost 
Basic Costs During This 
of These Reporting 

Materials Materials Period (1) 



Charge cards 
IBM cards 
Edge-notched cards 
Microfilm 

Heat-sensitive paper 



Totals 
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F. Other costs to br. charged to the check-out process* 



Total Cost 
During This 
Reporting 

Item or Service Period (&) 



Total* $ 

G. Total cost allocated to the check-out process during this reporting period* 

Labor $ 

Equipment 

Material and supplies 

Other 

Total $ 

H. Total number of items checked out during this reporting period* 

I. Unit cost of check-out process (G f fi)i $ per circulation transac- 

tion. 



3. CHECK-IN TRANSACTION 



A. Labor used for check-in* 



Labor Type 



Total No. 
Hrs. During 
This Report - 
ing Period 



Total Cost 
Labor During This 
Rate Reporting 
(S/hr. ) Period ($) 





Total* 

4? 






B. Equipment used for check-in (specify only if different from that used for 
check-out, or if the cost is to be divided between subsystems)! 



Equipment Type and Model 



Monthly 

Number Rental Cost 
of Units or Equiva- 

Used lent ($) 



Total Cost 
During This 
Reporting 
Period ($) 



C. Materials and supplies used for check-ini 

fc 

4 

$ 

4 

* 

Materials Used 



Total! $' 



Basic Costs 
of These 
Materials 



Total Cost 
During This 
Reporting 
Period ($) 



IBM cards 



Total! $' 



D* Other costs to be charged to the check-in process! 



Total Cost 
During This 
Reporting 

Item or Service Period ($) 




Total i ip. 
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E. Total cost allocated to the check-in process during this reporting period! 

Labor $ 

Equipment 

Materials and supplies 

Other 

Total $ 

Total number of items checked out during this reporting period! 

G. Pro-rated unit cost of check-in process (E F) i $ per circulation 

transaction. 



4. PILE MAINTENANCE 
A. Labor used for file maintenance! 





Total No. 




Total Cost 




Hrs. During 


Labor 


During This 




This Report- 


Rate 


Reporting 


Labor Tvoe 


ing Period 


($/hr. ) 


Period ($) 



Total i 



$. 



B. Equipment used for file maintenance! 



Equipment Type and Model 



Number 
of Units 
Used 



Monthly- 
Rental Cost 
or Equiva- 
lent ($) 



Total Cost 
During This 
Reporting 
Period ($) 




49 



Total s $. 



48 



4i 



C. Materials and supplies used for file maintenance i 



Materials Used 



Basic Cost 
of These 
Materials 



Total Cost 
Durinpj This 
Reporting 
Period ($) 



Total i $ 

D. Other costs to be allocated to file maintenances 

Total Cost 
During This 
Reporting 

Item or Service Period ($) 



Total s $ 

E. Total cost allocated to file maintenance during this reporting periods 

Labor $ 

Equipment 

Materials and supplies 

Other 

Total $ 

F. Total number of items checked out during this reporting periods 

G. Pro-rated unit cost of file maintenance process (E -f F) s $ per circu- 

lation transaction. 
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5. SHELVING 



A. Labor used for returning the materials to their original locations i 



Labor Type 



Total No* 
Hrs. Daring 
This Re port - 
ing Period 



Total Cost 
Labor During This 
Rate Reporting 
($/hr. ) Period ($) 



Totals 



B. Other costs of shelving s 



Item or Service 



$. 



Total Cost 
Daring This 
Reporting 
Period ($) 



Total t $ 

C» Tptal cost allocated to shelving during this reporting periods 

Labor $ 

Other 

Total $ 

D. Total number of items shelved during this reporting periods 

E. Total number of items chocked out during this reporting periods 
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F. Unit cost of shelving (C r U)i $ per item shelved. 

G. Pro-rated unit cost of shelving (C 7 E)i $ per circulation transac- 

tion, 

6. PREPARATION AND FOLLOWUP OF RECALL NOTICES AND BILLS 



A. Labor used for preparation of notices, and recall followupt 



Labor Type 



Total No. 
Hrs. During 
This Report- 
ing Period 



Total Cost 
Labor IXtring This 
Rate Reporting 
($/hr. ) Period ($) 



Total t $ 

B. Other costs to be allocated to preparation of notices, and recall followupt 



Item or Service 



Total Cost 
During This 
Reporting 
Period U) 



Postage 

Printed forms 



Total! $_ 

C. Total cost allocated to preparation of notices, and recall followupt 

Labor $ 

Other 

Total $ 





I 
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D. Total number of notices prepared during this reporting period i 

First notice 

Second notice 

Third notice 

Bill 

Other 



Total 



E. Average number of notices prepared for each 1,000 circulation transactions 

(D) -f E (in thousands)! 

F. Total number of items checked out during this reporting periods 

G. Unit cost of notice preparation and followup (C f D)i $ per notice 

prepared. 

H. Pro-rated unit cost of notice preparation and followup (C f P)i $ 

per circulation transaction. 



7. PREPARATION OF REPORTS 



A. Types of reports prepared (other than recall or overdue notices, or bills, 
or simple circulation statistics reports)! 



B. Labor used for preparation of reports! 



Labor Type 



Total No. 

Hrs. During Labor 

This Report- Rate 

ing Period ($/hr. ) 



Total Cost 
Etaring This 
Reporting 
Period ($) 



| Total! 





53 



52 



C. Other costs to be allocated to the preparation of reports : 



Total Cost 
During This 
Reporting 

Item or Service Basic Cost Period (ji) 



Total t $ 

D. Total cost allocated to report preparation during this reporting period: 

Labor $ 

Other 

Total $ 

E. Total number of items checked out during this reporting period: 

F. Pro-rated unit cost of preparation of reports (D 7 E): $ per circu- 

lation transaction. 

8. PREPARATION OF REPLACEMENT MACHINE BIBLIOGRAPHIC RECORDS 



A. Labor used for preparation of machine bibliographic records: 



Labor Type 



Total No. 

Hrs. During Labor 

This Report- Rate 

ing Period ($/hr. ) 



Total Cost 
Diring This 
Reporting 
Period ($) 







Total: 



9* 



53 



B. Equipment used for the preparation of machine bibliographic recorcsi 



Total Cost 
During This 
Reporting 
Period ($) 



$ 

C. Materials and supplies used for preparation of machine bibliographic records! 

Total Cost 

Basic Costs Daring This 
of These Reporting 

Materials Used Materials Period (£) 



Total! $ 

D. Other costs to be allocated to preparation of machine bibliographic records! 

Total Cost 
IXiring This 
Reporting 

Item or Service Period ($) 



Equipment Type and Model 



Number 
of Units 
Used 



Monthly 
Rental Cost 
or Equiva- 
lent ($) 



Total! 




Total! 



54 
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E. Total cost allocated to preparation of replacement machine bibliographic 
records during this reporting period* 

Labor $ 

Equipment 

Materials and supplies 

Other 

Total $ 

F* Total number of machine bibliographic records prepared during this period* 

• 

G. Total number of items checked out during this reporting period* . 

H. Unit cost of preparation of machine bibliographic record (E — F)i $ 

per record. 

I. Pro-rated unit cost of machine record preparation (E r G) * $ per 

circulation transaction. 

9. PATRON REGISTRATION AND PREPARATION OF PATRON CARDS 
A. Type of card prepared for each patron* 

Frequency of Issue 

Type of Card to Each Patron 

Paper 

Paper with metal tag 

Qnbossed plastic (credit card type) 

IBM-punched plastic 



B. Total number of patron cards prepared during this reporting period* 



ERIC 
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55 



C. Labor used for patron registration and preparation of patron card.;s 



Labor Type 



Total No. 

Hr s. Daring Labor 

This Report- Rate 

ine Period ($/hr. ) 



Total Cost 
Daring This 
Reporting 
Period ($) 



Total t $ 

D. Equipment cost for patron registration and preparation of patron cards i 

Monthly Total Cost 
Number Rental Cost During This 
of Units or Equiva- Reporting 
Eauirment Type and Model Used lent ($) Period ($) 



Total i $ 

E. Materials and supplies for patron registration and preparation of patron cards s 

Total Cost 
Basic Costs Daring This 
of These Reporting 

Materials Used Materials Period ($) 



Total i $ 




57 



F. Other costs allocated to patron registration and the preparation o* patron 
cards i 



Total Cost 
Curing This 
Reporting 

Item or Service Period ($) 



Total i $ 

G. Total cost allocated to patron registration and preparation of patron cards t 

Labor $ 

Equipment 

Materials and supplies 

Other 

Total $ 

H. Total number of items checked out during this reporting period j 

I. Unit cost (G t B)j $_ per card issued. 

J. Pro-rated unit cost (G ~ H)< $ per circulation transaction. 

10, OTHER COSTS 

Total Cost 
During This 
Reporting 

A. Item or Service Period ($) 

Direct supervision labor not otherwise allocated 

Employee training time 




58 



57 



Total Cost 
Daring This 
Reporting 

A. (cunt. ) Item or Service Feriod ($) 



Total i $ 

B. Total number of Items checked out during this reporting period* 

C. Pro-rated unit cost (AfB)i $ per circulation transaction. 



11. TOTAL UNIT COST 



Cost per Percent 
Circulation of Total 
Transaction Unit Cost 

File picking (l - I) $ 

Check-out transaction (2-1) 

Check-in transaction (3 - G) 

File maintenance (4 - G) 

Shelving (5 - G) 

Preparation of recall notices and bills; and recall 

followup (6 - H) 

Reparation of reports (7 - F) 

Preparation of machine bibliographic records (8-1) 

Patron registration and preparation of patron cards (9 - <J) 

Other (10 - C) 

Total $ 



ERjt 
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INDEX TO INSTALLATIONS AND TYPES OF CIRCULATION SYSTEMS 
REPORTED IN THE LITERATURE 
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A general cost model and cost reporting procedure for library circulation systems was 
developed and tested on the circulation systems of three representative libraries. These 
libraries included a large university library and two large public libraries. This model 
breaks the circulation system into several subsystems (e.g. , check-out. check-in f shelving, 
and others) and permits the computation of unit costs for each of these component subsystem^ 

Cost data developed from these three case studies, using the new cost model and reporting 
procedure, is summarized and reviewed in this report; The cost reporting form is in- 
cluded in this report in such a way that it can readily and easily be used by interested 
libraries for the analysis of their own circulation system costs, and for a comparison 
of their costs with the case study costs given in this report. 
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